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Checklist for seeking consent to process personal data 
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· Use this template to check you are complying with the General Data Protection Regulation (GDPR) when seeking consent to process individuals’ personal data. It is based on the consent guidance from the Information Commissioner’s Office.  


Checklist for obtaining consent under the GDPR

	Action
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	Deciding whether you need to seek consent

	We have checked that consent is the most appropriate lawful basis for processing

This won’t be very often for schools – you only need to seek consent where none of the other lawful bases apply. For example, ask for consent to: 

· Use photographs or videos of pupils on your school’s website or other promotional material

· Send marketing material to prospective parents

· Send fundraising requests to alumni

Don’t worry about asking for consent in situations that are covered by other lawful bases, you don’t need to seek consent in these situations. For example:

· Sharing child protection concerns and records with the appropriate people or agencies

· Submitting census data to the Department for Education
	☐

	Asking for consent (refer to these actions when writing a consent form)

	We have made the request for consent clear and separate from other terms and conditions
	☐

	We ask people to positively opt in
	☐

	We don’t use pre-ticked boxes, or any other type of consent by default
	☐

	We use clear, plain language that is easy to understand
	☐

	We specify why we want the personal data and what we’re going to do with it
	☐

	We give separate options to consent to the different things we will do with the data

For example, if you’re asking for consent to take photographs of children, ask parents to agree to each thing the photograph will be used for:

· “I am happy for the school to take photographs of my child. 

· I am happy for photos of my child to be used on the school website. 
· I am happy for photos of my child to be used in the school prospectus”
	☐

	We have named our organisation and any third parties that process the data
	☐

	We tell individuals they can withdraw their consent
	☐

	We ensure that the individual can refuse to consent without detriment
	☐

	We don’t make consent a precondition of a service
	☐

	Recording consent

	We keep a record of when and how we got consent from the individual
	☐

	We keep a record of exactly what they were told at the time
	☐

	Managing consent on an ongoing basis

	We regularly review consents to check that the relationship, the processing and the purposes have not changed
	☐

	We have processes in place to refresh consent at appropriate intervals, including any parental consents
	☐

	We make it easy for individuals to withdraw their consent at any time, and publicise how to do so
	☐

	We act on withdrawals of consent as soon as we can
	☐

	We don’t penalise individuals who wish to withdraw consent
	☐
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CHECKLIST








	Get the knowledge you need to act at thekeysupport.com/sl
> Logins for all your leaders, at no extra cost
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